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State Superintendent Greeting

Greetings on behalf of the
Arizona Department of Education Career & Technical Education and
Arizona State University Workforce Education & Development Office

Welcome to the Career and Technical Education (CTE) Online Technical Skills

Assessment. We greatly appreciate your serving as an assessment administrator/proctor
during this school year.

It is the responsibility of Arizona Department of Education to ensure that Arizona
industry-validated standards are offered to all CTE students providing a skills assessment
system that documents skill attainment. This assessment will authenticate technical skills
attained in Arizona’s CTE programs and validate these skills for business and industry
throughout Arizona.
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Tom Horne
Superintendent of Public Instruction
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Online Assessment Overview

The Arizona Skills Standards Assessment System uses the CTE Online Assessment to measure
attainment of rigorous technical standards through a valid and reliable assessment.

Assessment Window
All school districts that offer CTE programs will administer CTE Online Assessments during this
school year. The established assessment windows for SY 2008-2009 allows for over 20 days in
each window for districts to conduct assessments:

e November 17 to December 19, 2008

e April 20 to May 20, 2009

Access Website/Passwords

The CTE Online Assessment website is http://www.esess.org/. Each district will be issued one
assessment administrator password. Passwords issued during the pilot assessment in Spring 2008
will be invalid after districts receive a new password. Each assessment administrator will also
receive a password for CTE teachers to access reports for their students.

First Time Login

e Type Arizona in the box for Organization and type your district password in the box for
Password.

e Click the Login box and you will be at the Login Verification Page.

e Scroll down the page to the Statement of Understanding and Agreement. Click to confirm your
agreement with security and then click continue. The Administrative Menu window will open.

e Three options are displayed. When working with selections from the Administrative Menu,
be aware that you will be looking at pop-up pages and you should not click the BACK
<« on the left of your menu bar to get back to the menu. If you do so, you will get a “time
expired” message and you will need to click the Refresh button.

e Click the Red X at the top right of the menu bar. The pop-up page will close and you will
return to the Administrative Menu of options.

Eligible Students

The Online CTE Assessment is designed to be administered as an end-of-program assessment for
CTE students who are completing a CTE program. All eligible students should be registered to
take the assessment. The criteria for eligibility and the Carnegie unit requirements are located in
the Appendix. Districts are expected to expand student coverage annually.
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At the end of the first semester there are two types of students who will take the assessment:
e Concentrators who are currently completing the state-designated sequence of CTE courses
and will not be enrolled in the same CTE program second semester.
e Concentrators who are enrolled in the last year of the state-designated sequence of CTE
courses and want to practice to identify their strengths and weaknesses.

At the end of their second semester Concentrators who are currently completing the state-
designated sequence of courses will take the assessment.

Limited Number of Assessment ltems
Due to the limited number of assessment items in the item bank, students should take an assessment
only once during an assessment window.

Students Taking Multiple Assessments

Some students may meet the eligibility requirements for more that one CTE program assessment.
These students may take multiple assessments and will be registered for each CTE program
assessment separately.

Assessment Security

Keep the assessment system secure each time it is accessed. The CTE Security Agreement is
located in the Appendix. Each district will follow district established assessment procedures. In
addition, the Superintendent must sign the CTE Security Agreement and submit it to ADE by
November 7 annually. All administrators and proctors must sign a paper copy of the CTE Security
Agreement. The signed security agreements will be kept on file by the designated district
administrator.

For the purposes of the CTE Online Assessment, CTE students will agree to assessment security
online only.

Assessment Time

The CTE Online Assessment is not a timed assessment. For purposes of scheduling, it is estimated
that most students will finish the assessment in two hours. This does not include the necessary time
to distribute passwords, log in each student, review the practice assessment, read the script and
print out the student results after the assessment.

Tutorial Available 24-7
The new CTE Online Assessment Tutorial is available at www.techfluency.org/Arizona It will serve
as a valuable resource for administrators, proctors and teachers to review as needed.
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Technical Support

Technical support before, during or after the assessment is available from the online assessment
provider at Technological Fluency Institute (TFl). TFl also issues the district password to the
assessment administrator. Technical assistance is available from TFl at 866-277-5061 or by email
at tony@techfluency.org. TFl is available 8:00 a.m. - 5:00 p.m. Central time Monday through

Friday.

Suggested Initial Activities Prior to Registering Students
The following list was compiled with the assistance of those who participated in the Spring 2008
pilot process.

1.

10.
11.

12.
13.

14.

15.

Provide a window of available dates to conduct the CTE assessment to CTE teachers,
district assessment staff and high school administration. Determine specific assessment
dates for each site and provide email reminder messages throughout the process.

Identify specific district CTE programs that will be assessed. Inform all stakeholders and
place dates on school calendar, website, etc.

Secure computer labs at each site for assessment.

Prepare list of students enrolled in each CTE program for second, third, fourth year.
Confirm that all students are listed under the correct program CIP code and meet
eligibility requirements for the end-of-program assessment located in the Appendix.
Generate CTE student assessment roster for each site based on eligibility requirements.

Collect student data necessary to register students for the assessment. The registration
information sheet on page 11 provides the complete list of fields and the explanation.

Provide all sites with information regarding the number of proctors needed and arrange
for additional proctors if necessary. CTE teachers do not assess their own students. One
proctor is necessary for approximately every 25 students.

Meet with district administration regarding CTE Security Agreement, located in the
Appendix, and obtain superintendent’s signature on CTE Security Agreement. FAX to ADE
CTE by November 7, 2008.

Provide site contacts with sample letter to be sent to parents.

Prepare assessment schedule for computer rooms. Allow a minimum of at least two hours
of assessment time for each group of students.

Prepare release time forms for proctors if necessary.

Secure additional technical assistance and lead proctors from CTE office. Confirm who
will be coming from the district CTE office to assist on the day of the assessment.

Make arrangements with the cafeteria if changes in lunch schedule are needed.

Forward electronic copy of the CTE Online Assessment Administrator Guide to all
proctors. Print the CTE Security Agreement forms for all assessment staff.

Schedule and conduct assessment orientation as necessary. Use the 24 /7 tutorial
available at www.techfluency.org/Arizona during the orientation. Obtain signed Security
Agreements from all assessment administrators and forward to designated district
assessment administrator.

Secure scratch paper and pencils for each site.
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16.

17.

18.

19.

20.

Ensure that online system is compatible with the computers at each site. Contact technical
support if there are any concerns.

Conduct an onsite visit to the computer labs. It is strongly recommended that every
computer lab access the sample assessment prior to assessment date. Directions are
located on page 36. Good lighting, ventilation, and freedom from distracting noises and
interruptions are important for student performance. Determine if the room contains any
visual aids that could assist students while taking the assessment. They must be removed
or covered completely. Determine if student seating in the computer lab allows for the
proctor to walk by each student. Check to see if there is an accurate clock in the
assessment center. It is highly recommended that a printer be available to print student
results.

Communicate with students and their CTE teacher regarding the time and location of the
computer lab. Inform students that they are not to bring personal items to the assessment
center.

Send communication regarding CTE assessment dates, times, and room numbers to
administration and teachers at each site.

Review specific accommodations directions which were provided to district assessment
administrator from ADE.
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System Features

The administrative menu is set up in three groupings: Forms, Reports and Updates. The following is
a list of the most commonly used features with their locations listed in chronological order.

1.
2.

ad

0 ® N o 0~

Log in to the E-SESS administrative menu.
Read the greeting and agree to the terms of the assessment administration.

Add multiple participants: Forms: Add Participant — Create Import Template and Forms:
Add Participant — Import Excel.

Add a single participant: Forms: Add Participant — Long.

Retrieve passwords: Reports: Login.

Modify assigned assessments: Updates: Assessments — Assign.
Modify participant information: Updates: Assessment — Adjust Time.
Retrieve scores: Reports: Participant Information.

Access general participant information: Reports: Summary.

Details for each feature are found within this guide and arranged by the menu groupings.

¢ CTE Online Assessment ¢ Page 5 ¢



Administrator Login

To access the administrator page:

*. E-SELS Online Asszessment ﬁ:(m:rn - Meozilla Firefox l | =) }ﬁ

File Edit View History Bookmarks Teools Help

@ - : 'li; E | LI hetp/fwweesess.org) L= WA Googte [

#® Getting Stared o Login 'E Tag! You're it! | Territo., | || The Johnsons - Login @ CMN.corn - Breaking .. | Barracwda Spam Firew..

E-SESS™ E-SESS™: The Electronic Online
Login Links Assessment System

ERCD E-SESS™ is an online assessment system developed by the

Technological Fluency Institute.

This system enables the development of custom assessments suitable
for use in educational and professional environments,

Mawvigation

TR Hﬂ,,,e E-SESS includes a full range of online tools, which the development
g team calls "the toolkit.” This proprietary toolkit is continually being
e refined for use by other professionals in need of the tools to develop
s Web-delivered and managed assessments.

R L With this system, assessments can be created, delivered, graded, and

managed - all online.

TFI Home m E-SES5 Home m Contact Us

B2002-2006 Technalegical Liberacy Group, Inc All nghts reservad. 8y honering aur cogyright, you enable us o invest in research for educabon.

Dane

1. Open a browser window and navigate to http://www.esess.org/. Click the Administrator
Login button located in the left menu.
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Password
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E-SESS
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File Edt  View  Hisary  Beolmads  Teals  Help L2
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Login
Technaloglcal Flmency Instihste

E2008 Tachnciagioal Ltsracy Gmug, rs. All Aghts ressrcad. By hararing car
capyrght. you snabe v ko invest in resssnch fos sducstan.

S

ll:hnrsr

2. In the Organization field: type Arizona.
3. Inthe Password field: type the password you were given.

4. Click Login.
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Online Administrator Agreement

Administrator Agreement

The assessment administrator will not be the students’ CTE teacher for the program being
assessed. As the assessment administrator, | will proctor the assessment in a fair and ethical
manner addressing the following assessment rules:

Preparation

1. Confirm that students are currently enrolled in CTE program sequence or have completed
the CTE program sequence.

2. Provide the students with the opportunity to experience the practice assessment.
3.  Provide students with accurate login and password information.

4. Create and maintain an appropriate atmosphere for assessing.

Security

1.  Agree not to examine or disclose any of the assessment content beyond the requirements
to administer the assessment.

Agree not to discuss assessment items or provide answers to students.
Ensure adequate security with students’ SAIS numbers and passwords.

Ensure adequate security during assessment administration.

AR S

Ensure student confidentiality.

Administration
1. Implement fair and ethical assessing practices.

2. Ensure that all students who should be assessed are assessed.

3. Provide appropriate accommodations following ADE accommodations information sent
under separate letter to district assessment administrator.

4.  Utilize the online assessments only for the purposes for which they were designed.

Statement of Understanding and Agreement

By checking this box [ | indicate that | have read and | will follow the assessment rules,
related to preparation, security and administration expected during the online assessment
process.

Any violation of the assessment rules during the online assessment process will be considered a breach
of professional ethics and disciplinary action includes but is not limited to disqualification of individual
or group assessment resulfts.
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Registering Students Overview
|
|

Two Options
The assessment administrator has two options to register students for the assessment:

e Excel template - large districts will use the efficient Excel import to register students. It can
be used to import up to 5000 students. A sample Excel template is located in the
Appendix.

e Online - students are registered one at a time using the drop down fields.

Registration Fields

Accurate registration allows the users of the system to retrieve timely, efficient and user-friendly
reports. The fields on the page 11 provide specific information and explanations for each field.
This information should be assembled prior to registration.

Limited Number of Assessment ltems
Due to the limited number of assessment items in the item bank, students should take an assessment
only once during an assessment window.

Modify Registration
After students are registered it is essential to review for accuracy. If changes need to be made,
there are two ways to modify student registration:
e Summary Report allows the modification of demographics and assessment assignments:
1. To access the report, make selections from the Optional Filters list. (This will
be the only time you will be making selections in a box with a blue
background.)
2. To use this report you will need to know the User I.D. of each student in
your program.
3. Click to Edit and modify student’s assigned assessments by clicking Assign.
e Modify Student Assessment Report allows for the modification of the assessment only. The
directions begin on page 23

Students Taking Multiple Assessments

Some students may meet the eligibility requirements for more that one CTE program assessment.
These students may take multiple assessments and will be registered for each CTE program
assessment separately.

Registration User ID Card

The final step in registering students is accessing the Login Report. It provides the information that
you will forward to the proctor. This report contains the individual registration information for
each student.
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Suggested Final Activities Prior to Assessment

1.
2.
3.

10.

Generate the list of Registration User ID cards.
Cut the ID cards and sort/collate with the assessment rosters.

Prepare proctor envelope containing assessment rosters, proctor password and
Registration User ID cards for each assessment room. Also provide information to the
proctors about sending students back to class.

Provide envelopes to proctors.

Forward the CTE Online Assessment Administrator Guide to proctors and conduct final
proctor training if this has not already been completed.

Confirm that CTE teachers have informed their students of location of assessment
computer lab. Remind CTE teachers that students are not to bring personal items to the
assessment computer lab.

Confirm that each computer lab is ready for students.

Review specific accommodations directions which were provided to district assessment
administrator from ADE.

Send final communication to CTE teachers and site administration regarding CTE
assessment dates, times and computer room numbers.

Review the legislative background located in Appendix with school administrators if this
has not already been completed.
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Required Fields to Register Students

Field Explanation Required
SAIS ID The district office has an ADE-generated Student Yes
Accountability Information System (SAIS)
identification number for each student enrolled in
AZ.
CTDS Number The County, Type, District and School number Yes
assigned to each school in Arizona.
Use the school that reports CTE Performance
Measures data.
District Name Yes
High School Name Yes
Student Birth Date The student birth date will assist ADE CTE if the Yes
Format 090995 SAIS number does not match the concentrator
performance measures data submitted in June.
Gender - Enter only M or F Yes
M- Male, F- Female
Race - Use single letter For additional information see p 51 in the Yes
W- White, non Hispanic Guidelines.
B- Black, non Hispanic http://www.ade.az.gov/Guidelines /CTE /EX-23.pdf
H- Hispanic
I- American Indian or Alaska Native
A- Asian or Pacific Islander
Special Population - Use two digits Report the one category most applicable to the Yes
NO - No special population student receiving services.
HA - Individuals with Disabilities (handicap)
EC - Economically Disadvantaged Individuals | See Appendix for Special Populations
SP - Single Parents Definitions.
LE - Individuals with Limited English Proficiency
Grade Level Yes
9,10,11,12
Program Completion Status - Enter only one | For additional information see Appendix Yes
FEOP - Final End of Program Who Takes CTE End-of Program Assessments?
PACE - Practicing Assessment Currently
Enrolled
Program Name The six digit Classification of Instruction Yes
Program (CIP) code assigned to a CTE
program. Information is available in the
Handbook.
See Appendix for program CIP numbers.
Program Option See Appendix for program/option name CTE Yes
program/option includes state-designated
sequence of instruction as identified in
Handbook at
http://www.ade.az.gov/cte /careerpathways/Handbook
Contact Teacher Format Ln,fn Teacher of record for the course in which the No
Optional to leave blank. student is currently enrolled. It will be helpful
to district in generating several reports.
District Use Only - Text Field This field can be used to enter information such No

Optional to leave blank.

as local course name or building number.
DO NOT ENTER STUDENT NAMES
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Forms to Register Students

Create Import Template to Add Multiple Students

This form enables multiple participants to be added to E-SESS at one time. The import allows up
to 5,000 participants per import spreadsheet. This process involves multiple steps. First, you must
create an Excel template. Then, students are applied to the template. The final step is to import
the template into E-SESS. The directions for creating the Excel template are:

/2 administrative Menu - Windows Internet Explorer

@A - I/ hittp: 4 A techfluency. org/esess/AdmindAdmint enu php j 4l IGoog\e Solks

File Edit ‘“iew Fawortes Tool: Help

‘ii? *‘1'% ¢ Administrative Menu | | ﬁ - - oo - ._:" Fage ~ ‘,a Togk »
Administrative //
Menu _ .
Technological Fluency Institute

Organization: Arizona
Logged in as: Helen Bootsma

NEWS =

Career & Technical Education . 0

October 9, 2008

#Forms

New Features
Updates -> Assessment - Self Assign: Allow participants
Add Participant - Import Excel |to sign themselves up for assessments.
Add Participant - Long Reports -> Standard Item Analysis: Review participant
=Reports performance on items grouped by standards with
BUpdates ivaluable information such as difficulty index and number

of times each possible answer was selected.
Log Out

August 3, 2007

E-SESS

©2008 Technological Literacy Group, Inc. All rights reserved. By honaring our —
copyright, you enable us to invest in research for education. =

1.  Click Forms.
2. Click Add Participant — Create Import Template.
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e Ny

/= Import Template - Windows Internet Explorer

- | httpefAenanw techfluency. org/fesess/admin/importTemplate. php

v | || X o |-

File Edit “iew Favorites Tools  Help
Google |G- v Goo g B~ | €9 Bookmarkse |Q Fopups Dkay| P Cherk -~ % autolink - |=# Send to- () Settings~
p »
v ol [,; Impart Template ] l - B o= ~ |k Page ~ ) Tools ~
Import Template / A
Technological Flnency Ingtirute
Y
[FInclude all available demographic options
Column A
The SAIS ID field must be SAIS 1D =
included. All other fields Column B
are optional “Tos =
lEach demographic field column C
may only be included once District v|
with the exception of
multiselect demographics. |[SolumnD
School Vl
One or more assessments
be included th Column E
may Be included on the Student Birth Date ~|
right, but the nt(s)
MUST come after all column F
demographics. Gender "l
MEach assessment must be Column G
delimited justlike the Racs vl
other fields. The i ol "
= olumn
absess t | 3
e L Special Populations |
Column I
Grade Level ~|
Column J
Program Completion Status ~|
Column K
Program Name
Column L L
Program Options
Column M
~
Maximum assessments per participant:
Excel Template 4

3.  Click the checkbox labeled “Include all available demographic options.”

4. Select the following columns: SAIS ID, CTDS Number, District Name, High School

Name, Student Birth Date, Gender, Race, Special Population, Grade Level, Program

Completion Status, Program Name, Program Option, Contact Teacher (optional) and
District Use Only (optional).

5. Set the Maximum number of assessments per participant to one (1).

¢ Registering Students ¢ Page 13 ¢




= Import Template - Windows Internet Explorer

ey - |,f httpffwenen . techfluency .org/fesess/admin/dmportTemplate. php v| s X |

File Edit “Wiew Favorites Tools  Help

Google |G|~ v Goo s B~ €F Bookmarks~ |Q Popups Dkay| "% Check = % AutoLink = [s# Send to~
& [,,s Import Template ] l TR deh v |k Page »
noiraed. AL otner melas Column B
are optional. cTDS v|
lEach demographic field Column C
may only be induded once District v|
with the exception of
multiselect demographics. Column D
Schoal vl
One or more assessments Column E
may be included on the Student Bith Date Vl
right, but the assessment(s)
IPAUST come after all Column F
demographics. Gender v|
|Each assessment must be Column G
delimited just like the Racs ~]
other fields. The
Column H
assessment name must B -
Special Populations vl
appear in the file exactly as —
lit doesin the system open
4 ) % Cpen in Mew Tab
< =3 |2 = Open in Mew Window
Columi
Program | Print Target
Columi
Program
I Copy Shortcut
Columi
P |
| Add to Favorites...
IColumi (G| coogle Search
Send To L4
. Fage Info 4
Maximu o icipant
1 Properties
Excel Temprate——
. J

6.  Right-click the Excel Template link.

7. Click Save Target As in Internet Explorer.
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Savein | | Anzona v: Qo ; A

D

My Recent
Documents

Deskbop

2

My Documents
My Computer
- File name: E xcell emplate. xls b d Cave
MyNetwork  Saveastype: | Microsoft Excel Worksheet |

Choose a name and location for the file and click Save.

Close the Import Template window.

10. Add your student roster to the Excel template that you just created and saved. Save the
populated file and then use the Add Participant — Import Excel feature.

NOTE: Please use the italic demographics if they are provided. They must be used exactly as
they are spelled. If you do not do so, you will not be able to access your students.
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Import Excel to Add Multiple Students

©F Administrative Menu - Mozilla Fireloes
Fie Ecl MYew Hglow Hookreaks Jock Help

i Dicsbi & Cooke = 0 €55 ] Fome = (8 eagus = @5 infoaration = Matelawo + o Didlne = | o Regines 2% Tous + G Viem Seamc s Diplions + v 55
&) Dngoe = 4l Comet @) fiesFecod O = B | e | it i

Administrative Menu

Techmological Fluency Enstitwbe

Cvganization: Arizona
Logged in &5 Proctor

NEWS

HForms August 3, 2007
4dd Participant - Creats E-SESS Updates

e Parteinan i ong | [ERGS == Peview Ttems, When the items are updated
bk 42 S| dirsctly from hena, the item is then updated on the

SReports reviaw list as mafl without neading to refresh tha page.
Pipdates |ipdates -= Participant - Update Scores, The scores will
have an asterisk if the administrator has changed the

Log Cut

Ecore manual iy

he following repects will have the asterisk in the same
¥ ﬂnnar, .ﬁ.a'saasmant Smres E‘.‘orrpetltinn Rﬂ'sults,

n'lsv

Dionz

1. Click Forms.
2. Click Add Participant — Import Excel.
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% |ntesnet Explorer

Fle EdI Mor  Faudm Took

T.IE aa | & Il Evid

bl i ™ | H:a:\_c.".’-.nn e o g e s ea s g s asal phg - |:*r R ! Fee Tomizh =

Cermar & Tachaxcol Educaiion

The first and last name
felds must be imparted. all
theer fields s oplionsl,

ach demuographic Meld

y anly be included once
ith the exception of
ultiselect demographics.

o or MOrs asscssments -

Bl TURR T ST T Tt JUTTENN R LTI S
|' P B it fFPame e @Flacke
Import Participants
Technalogheal Flueney lnstitnte
"
Excal file: )
| | Braweze. I
Unique Fleld
]
| Submit
W,

ay he appended to the
el ef the dmpaort string.

achr maemsment must be
lirmited just like the

ther fields. The

SETEEMEnt name must
ppear in the file exactly as
it does in the syslem,

E-SESS

E2Con Tschralagieal Utsmcy Srova, Ine 2l rights remarcsd. 0w honanng ear capyricht, vau snabls
us o it I neseach fior educztion.

o Truzoed sise &0 -

3. Click Browse.

¢ Registering Students ¢ Page 17 ¢



File Upload @)X

E =) £ xcelT emplate. sls

My Recent
Documents

48

My 'E.‘ampute;

- =1

File name: |E:-u:aITempl-ate.;d$ V‘ Open

e 8 %=

4. Select the completed Excel template document.

5. Click Open.
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2 Impork Excel - Wi et Explorer

bl i ™ | H;:\c.".’v.u.noec-‘ﬁ.m-c!l.n'gﬂu:-'e:ess.':-.ﬁ.n:r':n-'-'rp-u:fq:elp'p .:"-!.*r A : -. - y Bi=|

Fe Edt MYew Foups Teok % 0 D4 GEges « g Gonem @ 0 1 lwrmi = B -l - R

WO | el B I P B v kP Glack- T

Import Participants //
Techmaloglesl Fluency lastitole
o

Cermar & Tachaxdl Edocation
The first and last name

felds must be imparted. all

theer fields s oplionsl, Fucel file:

|I_Z.'|EI|.1i:'yr:|I:_'||I§ t_mq 5-:lhi Biavise. |

ach demuographic Meld
ay anly be included once
ith the exception of R |

ultiselect demographics. I
Submit

Mo o MOrs assCssments Y
may he appendad to the
el ef the dmpaort string.

ach musemsment must be E""S ESS

lirmited just Llike the 2000 Techralagical Uitsmcy Crova. Ine 2l rights remarcsd. Oy hosanng cur capyricht, vau snabls
5 us o it I neseach fior educztion.

Unique Fleld

:
Uk o st Ihe lom

ther fields. The
A5sCsHMEnt name must
ppear in the file exactly as
it does in the syslem,

L4 *
Flined S tecnfuencu orgetessiaessdorn g B acel php 4 Tiuseed sise &0 -

6. Leave the Unique Field information blank.
7.  Click Submit.

8. If no errors are reported, close the Import Participants window. If errors are reported,
take the appropriate action to repair the Excel template document and repeat the
import process.
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Add a Single Student

This form enables you to add one participant at a time. You can set all the demographics and
add the participant to a single assessment. The name and password are reported after the form
is submitted.

2 administrative Menu - Windows Internet Explorer

@;}v I,; hittpe# A techfiuency. org/esess/Adminddmintd enu. php j Lo B IGoog\e P
File Edit ‘“iew Fawvortes Tool:  Help
TQ? he o Administrative Menu | | @ < - QEJ < |_'1,‘ Page ~ @ Tools = ™
- - - 7
Administrative
Menu : _
Technological Fluency Institute
Organization: Arizona
l ogged in as: Helen Bootsma
NEWS =

Career & Technical Education

October 9, 2008

A d
Forms . New Features
Add Participant - Create Import Templateliyndates -> Assessment - Self Assign: Allow participants

Add Participant - Import Excel |Eo sign themselves up for assessments.
IReports -> Standard Item Analysis: Review participant
=Reports performance on items grouped by standards with
BUpdates lvaluable information such as difficulty index and number

lof times each possible answer was selected.

Log Out

August 3, 2007

©2008 Technological Literacy Group, Inc. All rights reserved. By honoring our

copyright, you enable us to invest in research for education. ;I

PPy [l Y O [ PSS P | I S—

1.  Click Forms.
2. Click Add Participant — Long.
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~ Add Participant - Long - Windows Internet Explorer

e - |
File  Edit
Google |G+~

1hup:{/www.techﬂuancy.orgfesess/AdmIn/AddParth:ipant_Long.php v_. 2 | K | C

Wiew Favorites Tools Help

v Go 50 By ~ % Bookmarks~ |Q3Pupupsaka; PP Check ~ § autolink ~ T autoFill > () Settings~

s

Add Participant - Long o - B dwh ~ [k Page ~ ¥ Tools ~
|

<
<

Add Participant

* Indicates required fields
* SAIS 1D 000000000000

Login Password
(leave blank to|
auto-generate)

E-mail[

CTDS [100201610 |~
District [ AGUA FRIA UNION HIGH SCH DIST
School [ AGUA FRIA UNION HIGH SCHOOL

Student Birth
Date 010194

Gender [F +|

Race A |
Special
Populations

Grade Level [11 ~]|

Program

Completion [FEOP + |
Status

Program Name [Accounting and Related Services
Program Options MR- - |
Contact Teacher
District Use Only |
Assessment _.E_o__{l_.isessmen:

~ |

>

| hitp:/ferwrer techiluency . org/fesess //admin/AddPar ticipant_Long.php

& Internet

3.

Use the student’s SAIS ID number. Leave the Login Password and the email fields
blank. Complete all remaining fields. Select an Assessment from the drop-down list at
the bottom of the form. If the student needs to take additional assessments, see the
section on Modify Student Assessment Assignment: Assessment — Assign.

Click Submit.
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= Add Participant - Long - Windows Internet Explorer

6\_./)‘ - |_( hittp A Aweeney techifluency .orgfesessfadmindaddr articipant_Long.php

:\'."} = | |P-
File Edit WView Favorites Tools Help
Google |G- v|Go o @ Ef ~ € Bookmarks~ |[EhPopups okay| " Check » & Autolink ~ ) AutoFill >> ) Settings~
¢ 4 | o addParticipant - Long | | o - deh - |iFPage v ¥ Tools ~

!A‘A

Add Participant

A

=

000000000000 , password A7604A, successfully created.

* Indicates required fields
* SAIS 1D 000000000000
Login Password )
(leave blank to |
auto-generate)
E-mail |
CTDS | ~|
District|
School |
Student Birth T
Date:—
Gender| v~

Race| |~
Special |
Populations '
Grade Level| ~|

Program _
Completion |
Status

Program Name |
Program Options |
Contact Teacher|
District Use Only |

~

Assessment | No Assessment

™

&

152

5.

6.

& Intsrret

Note the password returned in bold at the top of the screen. You have two choices:

a. Make a note of the password at this time.

b. Retrieve the password later via the reports.

Close the Add Participant — Long window.
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Modify Student Assessment Assignment

Assessment — Assigniment

This form allows assessments to be assigned. A participant can be selected and then assessments
assigned, or an assessment can be selected and then participants assigned.

ﬂ‘ Administrative Menu - Windows Inter

net Explorer

@A - I/ http: # Avna techfluency. org/es

ezslhdmindddminkd enu. php j || X IGoogIe £\~

File Edit “ew Favoites Toolz Help

{i? ot ¢ Administrative Menu

~ [ - v s b Page v (F Tools v

Career & Technical Education

=Forms
=»Reports
¥Updates

Assessment - Adjust Time

Demographics - Create Custom

Log Out |

Organization: Arizona
l ogged in as: Helen Bootsma

Administrative Menu //

Technological Fluency Institute

NEWS

October 9, 2008

New Features
Updates -> Assessment - Self Assign: Allow participants
Ito sign themselves up for assessments.

Reports -> Standard Item Analysis: Review participant
performance on items grouped by standards with
ivaluable information such as difficulty index and number
of times each possible answer was selected.

August 3, 2007

E-SESS

us to invest in research for education.

Aiatart| o W4 2[E adaa .

1.  Click Updates.

o A [ Ghares - ~TE Cirlina & |

2. Click Assessment — Assign.
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. Fle Edt “Yew Fawds Took

7T & Bz feemginards

10 o GErgne « F Cone @ e [E TR B -l

Assign Assessments

Cermar & Tachaxcol Educaiion

Select wha to assign assessments ko
LICOES G L

Sclect an assessment to asslgn participants to

|

[ Submit

L]

| Cizk 2o suzemit the o

E-SESS

uS b Fywest inoreseonh for cducstion.

Fhine s v tecnfuencu, orgtesstepes s o s sicnds sessmierds obp

P B it fFPame e @Flacke

Techmedogleal Fluency Institute

EA0OR Tachralagical Libsmey Grocg, T Sl rgnks remsrosd, @y henonng cur copyright, yvou snabls

o Truzoed sise &0 -

3.  Select the appropriate participant from the “Select who to assign assessments to list” or
select the appropriate assessment from the “Select an assessment to assign participants
to list.” DO NOT select both.

4. Click Submit.
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£ Assign Assessments - Windows Internet Explorer

@'\T 4 ‘,f http: /A techfluency. org/esess /admin/Assigndssessments. php "| | K ‘

File Edit Wiew Favorites Tools Help
Google G+ v Googd B~ | ¥% Bookmarks~ |QlFopups 0kay| % check ~ % AutoLink ~ (s Send v () settings~

— - . »
W ok I,; Assign Assessments ] l [ R ] o= ~ |-hpPage v {0 Tooks ~

Assign Assessments

Technological Fluency Institute

| »

Select the assessment(s) for 01111 (A3482A)
Traditional Assessment

Accounting & Related Services

[] Arizona Foundation/Employability Test

1 Automotive Technology - Option A

1 BMAS Short Assessment

BMAS Short Sample

Business, Management, and Administrative Services
Cabinetmaking

Career & Technical Education

Start Over

Carpentry

Collision Repair

Construction Technologies

Culinary Arts

Financial Services

Heating/Air Conditioning Maintenance

Submit

|
Done & Internet #, 100%

Oogoooogogo

|«

1w

Check the boxes under Traditional Assessment in the “Select the assessment(s) for ALL
participants” box for assessments the participant should be allowed to take; uncheck all
other boxes. If the participant has already completed the assessment, they cannot be
removed from it.

6. Click Submit.

7. Close the Assign Assessments window.
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Access Summary Report for Final Modifications

This report provides a brief summary of participant information such as SAIS ID, password and
enrollment date. It also provides links to modify the demographics and assessment assignments.

{2 Administrative Menu - Windows Internet Explorer

@A - I/ http: 4 Avwa techfluency. org/esessAbhdminddminkd enu. php j || X IGoogle L\~
File Edit “iew Favoites Tool: Help
e e ¢ Administrative Menu | | %3 v Bl - o= v b Page v (0F Toos - »
Administrative
Menu / _
Technological Fluency Institute
Organization: Arizona
Logged in as: Helen Bootsma
NEWS =
Career & Technical Education P "
October 9, 2008
#Forms
New Features
+Reports Updates -> Assessment - Self Assign: Allow participants
Correlations |to sign themselves up for assessments.
Log]? - - Reports -> Standard Item Analysis: Review participant
Participant Information performance on items grouped by standards with
Review ltems lvaluable information such as difficulty index and number
. of times each possible answer was selected.
Standard Item Analysis
Standards Performance
Standards Performance Summary with Graphs|
August 3, 2007 —

=Updates

Log Out

E-SESS

©2008 Technological Literacy Group, Inc. All rights resarved. By honoring our
copyright, you enable us to invest in research for education. =

1. Click Reports.
2. Click Summary.

3. Select any Optional Filters by clicking the Search by text and then selecting the desired
options after the list is populated.
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7 Summary Report - Windows Internet Explorer

- ‘,f http: ffeewew techflusncy, orgfesess/admin/Gener ateSummaryReport.php V| [ X |

e

File Edit View Favorites Tools Help

Google [Cl+ v ieooa B~ €% Bookmarks= |EI Popups Ukay| % Check % Autolink = 22 () Settings~
W L,s Summary Report l_l - B doh - [} Page ~ & Took ~
Summary Report //
Technological Fluency Insti
d N\

Optional Filters

Career & Technical Education + Search by enrollment date
+ Search by start date

+ Search by SAIS ID

+ Search by CTDS

- Search by District

BUCKEYE UNION HIGH SCH DIST
CAMP VERDE UNIFIED DISTRICT
CASA GRANDE UNION HIGH SCHDIST
CATALINAFOOTHILLS UNIF DIST
CAVIT DISTRICT

| <

+ Search by School

+ Search by Student Birth Date

+ Search by Gender

+ Search by Race

+ Search by Special Populations

+ Search by Grade Level

+ Search by Program Completion Status

+ Search by Program Name -

+ Search by Program Options

+ Search by Contact Teacher

+ Search by District Use Only

|3 b
| &

Done @ Internet HA00% v

|

4. Click View.
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OVE) - | El 27|
. Fke Edi Yee Famim Toog ot B = : |
WA | Gty Rl : Pt B v ik Pane e (5 ok - =y
Summary Report
‘Techmelogleal Fluency lastite
Lermar & Tachaicol Education recards |12 V: af 300 el
" ) Row UserlD Password Access Date Lorolliment Date Demographics Assessments
o tart Dt 1 G357 AIDOOFT 2008 04 21 2008 04 1 Click to edit  Assign
2 53407 AI1DL58E 2008-04-21 20083-04-21 Click to edit A;E:gn
I' Printable I 3 63499 A10Z2180 2008-04-21 2008-04-21 Chick Lo edit Assiggn
4 63513 Al1D3408  2008-04-21 2003-04-21 Click to edit ~ Assign
5 p3e00 ALD471D 2008-04-21 2008-04-21 Click to edit  Assign
— 3] B3606  A1DATTD  2008-04-21 2008 04211 Click to edit  Assign
E-miail i 63514 ALD4ED  2008-04-21 2008-04-21 Click to edit  Assign
8 63440 A104924 200B-04-21 2008-04-21 Chck bo edit Assign
e e 9 63495 A10520  2008-04-21 2008-04-21 Click to edit  Assign
10 B35/9 Al0soeD  2008-04-21 2008-04-21 Click to edit Assign
11 63461 A10581F 2008 04-21 200804 N1 Chick to edit  Assign
12 63535 AL106120 2008-04-21 2008-04-21 Click to edit  Assign
13 63500 A10896F 2008-04-21 2008-04-21 Chick 1o exdit Assign
14 63577 AL10830N  2008-04-21 2003-04-21 Click to edit  Assign
15  B3560 Al1DSS8A  200B-04-21 200H-04-21 Click to edit Assign i
16 63604 A108974  2005-04-21 2008-04-21 Click to edit  Assign
17 63505 AL0O6LR  2008-04-21 2008-04-21 Click to edit  Assign
18 63425 A10998N 2008-04-21 2008-04-21 Click to eadit Assign
19 63444 A1203R 2008-04-21 2003-04-21 Click o edit  Assign
20 B36l1 A1296N A008-04-21 200H-04-21 Click to edit Assign a
L4 = *
Done 4 Tiuseed sise &0 -

5. If you need to modify a participant’s demographics, click the “Click to edit” link.

6.  If you need to modify the participant’s assigned assessments, click the “Assign” link.
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£

. Fie Edi Yew Famds: Took

o Srariay Rl

Corsar & Tachacd Edocaiion
Srart Dwer 1
2
= 7 3
I Printable 4
=
3]
E-mail 7
8
Toweiad CAV version 9
10
11
12
13
14
15
16

7.

od GErgna = g Gonen

GASTAR
3497
63499
G3513
B3a00
GAG06
3514
63440
63495
63579
63401
B3535
63500
G3I5TT
B35a0
G604

A1O007T
A1D158E
A10Z218D0
A103404
AL0ASLD
A10477D
Al04380

A10M92A
A10520

All5oal
A10581E
AlDBL2D
A10G96F
A10330N
AL0ESBA
A1DESTA

T Pioedfes e e sciorge e dhdmind Summey Flepar_t' ek, piop i DEimi 25

i |E T ¥

Summary Report

records | 126
Row UserlD Password Access Date Lorollment Date Demographics Assessments

008 04-M
2008-04-21
2008-04-21
2008-04-21
2008-04-21
2008 04 21
2008-04-21
2D0E-04-21
2005-04-21
200E-04-21
2008-04-1
2008-04-21
2008-04-11
2003-04-21
2008-04-21
2008-04-21

~| of 300

n0E04 M
2008-04-21
2D0E-04-21
2008-04-21
200E-04-21
2008 0421
2008-04-21
200E-04-21
2003-04-21
200E-04-21
200804 N
2008-04-21
D0E-04-21
2005-04-21
2008-04-21
2008-04-29

Chick to cait
Click to edit
Chick to edit
Click to edit
Click to edit
Click to exdit
Click to edit
Chick Lo elit
Click to edit
Click to edit
Click to edit
Click to edit
Chick 1o edil
Click to edit
Click to edit
Click to edir

Techrelogleal Fluency |nstitnie

nexts= =

Assign
Assign
Pssign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign
Assign

formatted for printing (see below) and can be printed with the browser’s print features.

pon - windows |ntepnet Cxplorer

* Fldeh v ik Panne ok

-~

If you need a printed copy of the report, click the Printable button. The resulting report is
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@ _H: * | Hit s chlusr ey cigptest sl P Terolels Find 'i- x| S Bix
| Fe Ed View Favoes Tode Hen | g Ghrane - gff Cooned @ etfosc fabeied - B seerey @ ven - @iere @i
o | P By - @) - dh [ Pare B T
Row UserlD Patswaord Access Date Enrollment Date Demographics Azieszments

21 63495 A10520 2008-04-21  2008-04-11 Click to adit  Assign

22 6357% AI0S640 2008 04 21 2008 0421 Click to edit  Assipn

A AR4RT ATDSKEAL AOCE-TR-21 -T2 Click to edit Assign

24 43535 4106120 2008-04-21  2008-04-21 Click to edit  Assign

23 63500 A10GEGF  2008-04-21 2008 04 Click to edit  Assign

M GERAS AIDRIIN  HOR-0d-31 == Click to edit  Assign

17 43560 AM0BTHA  2008-04-21  2008-04-11 Click to adit  Assign

28 A3604 AIOBSTA 2008 04 21 2008 04 21 Click to edit Assign

M A0S ATDRRTE ARSI - tlick to edit  Assign

30 63425 AT09WEM  2008-04-21  2008-04-10 Click to adit  Assign

1N 63444 AIZOR 2008-04-21 2003 04-21 Click to odit Assign

I Gdedt ATI9RR A0R---41 MEE-T--H Click to edit Assien

33 63647 AN4BTA  2008-04-21 2008-04-21 Click to edit  Assign

34 635ET ANMDIR 20080421 200804 27 Click to edit  Assign

M A34FD ATARIA RIOR-(M-21 ROOE-De-1 Click to adit Assign

3 63636 A16120  2008-04-21  2008-04-1 Click to edit  Assign

37 63553 AITE4E 20080421 2008 0421 Click to edit  Assign

M A3ATE ARSI ROOE-04-21  ME-U4-N Click to adit  Assign

30 43644 418474 2008-04-21 2008-04-D Click to edit  Assign

4t AICRR - AIGANR  FANA-0G4-31 INOA.NL-T4 clirk tromdit Acsinn




@_ = [ bt hechibencs S e
. Fle Edi “Yer Fawes Took o ¥ = o
WA | Siarnay Reoo I Pl r B i | Page - B Tack - o
Summary Report
Techmologieal Fluency lestitute
A records [ 120 ¥ of 300 nexsts> >
Row UserlD Password Access Date Lorolliment Date Demographics Assessments
- kart. Ovet 1 63401 1 200804 M Click to rlit  Assign
2 63410 10 2008-04-21 Click to edit  Assign
I' Printable I 3 63411 11 2008-04-21 Chick Lo edit Assiggn
4 63412 14400 2008-04-21 Click to edit  Assign
=] Bi40s 4 AU0E-04-21 Click to edit Assign
G 63403 3 200804 A Click to edit  Assign
7 53404 4 2008-04-21 Click to edit  Assign
8 63405 5 2008-04-21 Chck bo edit Assign
o G400 & 2008-04-21 Click to edit  Assign
10 63407 f 2008-04-21 Click to edit Assign
11 63408 8 200804 M Click to edit  Assign
12 83409 9 2008-04-21 Click to edit  Assign
13 63578 A10007T 2008-04-21 2008-04-21 Chick 1o exdit Assign
14 63407 AIDI5BE  2008-04-21 2003-04-21 Click to edit  Assign
15 634949 A10Z180 200B-04-21 200H-04-21 Click to edit Assign i
16 B3513 A1D3464  2008-04-21 2008-04-21 Click to edit ~ Assign
17 63600 ALD4A7LD 2008-04-21 2008-04-21 Click to edit  Assign
18 63606 A104770 2008-04-21 2008-04-21 Click to eadit Assign
19 63514 A10430  2008-04-21 2008-04-21 Click to edit  Assign
20 83440 A104924  2008-04-21 2008-04-21 Click to edit Assign a
L4 = *
4 Tiuseed sise &0 -

8. If you need to email a copy of the report, type the recipient’s email address in the box
located on the left side of the screen and click the email button.
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Retrieve Student Passwords

The Login Report

This is the last step in registering your students. This report shows the student exactly what they
need to log in to the system. The URL is provided as well as the SAIS ID and Password fields. Each
student will get their own unique password.

ﬂ‘ Administrative Menu - Windows Internet Explorer

@A - I/ http: /A techiluency. ora/esessAdmindAdmintd enu. php j [ XK IGoogIe polihd

File Edit “iew Favoites Tool: Help

‘?i? okt ¢ Administrative Menu

| | ﬁ}'m'r-.-"l'__\,"PagB"‘i‘:‘}TDolsv»

Career & Technical Education

HForms

H-Reports
Correlations

Participant Information
Review Iltems
Standard ltem Analysis

Standards Performance

Summary

»Updates

Log Out

Standards Performance Summary with Graphs|

1. Click Reports.
2. Click Login.

Administrative
Menu / _
Technological Fluency Institute
Organization: Arizona
lLogged in as: Helen Bootsma
NEWS =

October 9, 2008

New Features
Updates -> Assessment - Self Assign: Allow participants
[to sign themselves up for assessments.

Reports -> Standard Item Analysis: Review participant
performance on items grouped by standards with
lvaluable information such as difficulty index and number
of times each possible answer was selected.

August 3, 2007

©2008 Technological Literacy Group, Inc. All rights reserved. By honoring our

copyright, you enable us to invest in research for education.
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7 Login Report - Windows Internet Explorer

File Edit Wiew Favorites Tools Help

Google |G- v Goo g B » ¥ Bookmarkse ‘EhF'opups 0kay| P check v § Autolink v 2 () Settings~
W I_,, Login Report lil i - B & v [2hPage v CFTooks v 7
Login Report / -
Technological Fluency Insti
N
Optional Filters
Career & Technical Education Pagebreak on

| =]

+ Search by enrollment date
+ Search by start date

+ Search by SAIS ID

+ Search by CTDS

+ Search by District

- Search by School

Alhambra High School
AMPHITHEATER HIGH SCHOOL
Apache Junction High School
Apollo High School

Barry Goldwater High School

+ Search by Student Birth Date
+ Search by Gender

+ Search by Race

Search by Special Populations
Search by Grade Level
Search by Program Completion Status |
Search by Program Name
Search by Program Options
Search by Contact Teacher
Search by District Use Only

View v
| |
Done & Internet H100% T

[][E3

I3

ok kbt

3.  Select the desired Optional Filters to limit the data reported.
4. Click View.
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wwr.lechiisen

se-salAdmin LogmBepor. php

‘wimdows |Ieteenet Explorer

@'.__: - _,f--l'.l;:\c.".’w.u.n :e-c-ﬁie'-cg'.nﬁ;;s:'e:ess.':-.ﬁ:cn.;-'_n:g n'enm-'.;t "'.! il K i.
Fe Edit “Yew Fouds Teok % 0 D4 GEges « g Gonem @ 0 O | ¥
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5. The resulting report can be printed using the browser print features. The report can be

cut apart and each student can be given the slip of paper with his or her login
information at the appropriate time. This slip of paper is called a Registration Student
User ID Card.
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Conducting the Assessment Overview
|
|

Proctor Activities Prior to Assessment
1. Participate in the CTE assessment administrator training and review the CTE Online
Assessment Administrator Guide.

2. Review the Proctor Script and the section on adjusting time for assessment in preparation
for any unexpected situations.

3. Review specific accommodations directions which were provided to district assessment
administrator from ADE.

4. Proctors should plan to arrive early with proctor envelope.

5. Confirm that the room is ready for the students and that the number of computers
available is sufficient for the number of students on the assessment roster.

6. Review the assessment roster and verify student identity by checking student name on the
assessment schedule roster as students enter the room. Make sure all students are on
assessment roster list.

7.  Show students where to place personal belongings and request them to turn off any cell
phones, pagers, watch alarms, etc. as they enter the room.

8. Distribute scratch paper, pens and pencils.

Practice Assessment

The students should experience the practice assessment so they become familiar with the online
assessment environment. Proctors should begin by giving the students a few minutes to log in to
access the sample assessment.

Read the Proctor Script

The assessment proctor must read the script exactly as it written. Log in with the students to review
the Participant Guide. After reviewing the Participant Guide distribute Registration User ID Cards
to students.

Adjust Time

Under some unexpected or extenuating situations it may be necessary to adijust the time.
Directions are on page 47. The proctor will want to review and be comfortable with the directions
prior to conducting the assessment.

Printing Reports for Students

Assist students with printing the results. If students were unable to print their results, log in to the
administrator system and run the Standards Performance Report. Print the report and distribute to
each of the students.
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Technical Support

Technical support before, during or after the assessment is available from the online assessment
provider at Technological Fluency Institute (TFl). TFl also issues the district password to the
assessment administrator. Technical assistance is available from TFl at 866-277-5061 or by email
at tony@techfluency.org. TFl is available 8:00 a.m. - 5:00 p.m. Central time Monday through
Friday.

Proctor Activities After the Assessment
1. Send students back to class according to directions from assessment administrator.

2. Collect all scratch paper and Registration User ID Cards from students before they leave
the room. Place in proctor envelope.

Verify that all students are logged out of the online system and the computer.
Notify attendance office of students who were absent for the assessment.

Notify assessment administrator of students who participated and those who were
absent.

6. Return proctor envelope to assessment administrator.
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Practice Assessment Instructions

Sample Assessment Access

It is strongly recommended that every assessment site access the sample assessments for two
reasons: 1) To ensure that the online assessment system functions appropriately on the computers
at the school and 2) To ensure that the proctors and students are familiar with the online
assessment environment prior to completing a live assessment.

Three 10-item sample assessments are available: business, math and science. These assessments
are not scored and are provided strictly as an example of the assessment system.

To access the sample assessments:
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1. Open a browser window and navigate to hitp://www.esess.org/. Click the Participant
Login button located in the left menu.

If a blue box with one text entry field appears, type Sample and click search.
In the Organization field: type Sample.

In the First Name field: type Sample.

In the Last Name field: type Sample.

In the Password field: type Sample.

Click Login.

Follow the sample assessment directions.

0O ® N O O A WD

Log out of the system when you are finished.

NOTE: When students log in to the system to take the Arizona assessments, the login procedure
will NOT include four fields. It will only include two fields: SAIS ID and Password. The sample
assessment is the only place that four fields are required for login.
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Proctor Script for Assessment Procedures

NOTE: Instructions to the proctor are printed in regular font. Information that must be read to the
students is indented and highlighted.

If there is a white board or other board visible to students in the assessment center, write the
assessment URL on the board. The URL is <http://www.techfluency.org/esess>.

Begin by reading the following.

e Cell phones and other electronic devices should be turned off prior to being stored away
from the assessment area.

® You should have nothing with you while you are in front of the computer other than scratch
paper and a pen or pencil. If you need more scratch paper or another pen or pencil, raise
your hand and | will bring it to you.

e The assessment and/or any assessment item may not be saved to the local network drive,
computer hard drive, or other device. Documents may not be printed.

e All scratch paper and pens or pencils are to be refurned to me before you leave the room.
® There will be no talking during the assessment. Are there any questions?

(Pause) Answer any questions. Permit students the opportunity to go to the bathroom if necessary.

e Open the assessment system using the Web site address
<http:/ /www.techfluency.org/esess>.

(Pause) Verify that all students have opened the assessment Web site.

®  We will now review the E-SESS™ Participant Guide. This Guide explains how the assessment
system operates.

e Click on Participant Guide on the left side of your screen. Please follow along as I read
through the instructions in the Guide.
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E-SESS™ Participant Guide

Welcome ta the TFT online assessment system. The assessment you have bean
assigned is delivered by the F-5F5S engine. This visual guide to the F 5F55
participant inferface explares each elament of the interface from the login screen to
the assessment. Fach image includes numbered labels. The labels are explained
below the image.

Important Information

As a participant you need to know what assessment you are suppesed to be taking.
Check to see that the test vou think vou should be taking is the ane that appears on
the Pregram Menu page. Betore you click the Begin button, make sure the correct test
iz listed. It it is not the correct test let your proctor or advisoer know immediately so
you can be moved to the correct test,

You must click the Done button when you are ready Lo have your assessment scored.
1f you do nol click Done, the system will lock you cut when your Lime (if Ltaking a
Lirmed assessmeant) has completely expired and the system will record you as having
used the antire alloted Lime. For example, Jim takes an assessment and is done in 20
minutas, bul the assecement has a one hour time limit, IF Jim clicks the Done button,
the system will recond him as using 20 minutes. If Jim does not click the Done bullton,
ther the systerm will wait until the full hour has run out and will then record him as
uging one hows.

If you have questions about using this interface, please contact your assessment
administrator or e-mall TFI's customer service personnel at info@techfluency.arg.

a Irieiret | Frotected Blode: On

Read through the online Guide. Be sure to read the following links on the left: Login, General
Instructions, Navigation Options, Program Menu, Sample Assessment ltem, Review Assessment and
Accessing Additional Information. Read each screen word for word.

® Are there any questions?

(Pause) Answer any questions.

o Close the E-SESS™ Participant Guide window.

After reviewing the Participant Guide and answering all questions, distribute the Registration User
ID cards. Each student should receive one User ID card.

e ['ve distributed User ID cards. These cards contain the information you will need in order to
log in to the End-of-Program assessment system. The login procedure is:
1.  Enter your SAIS ID in the top field.
2. Enter your password in the bottom field.
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3. Click the “Login” button.

Login information is not case sensitive; however, the letters/numbers must be keyed in the

[ ]
exact sequence presented. Do not click any buttons until | tell you to do so.
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NOTE: If the system has never been accessed on the computer, a blue search box will appear.
Students will need to type Arizona and click search in order to access the Login screen shown in

the above steps.

e Upon login, the assessment system directs you to a General Instructions page. Read this

information and check the box beside each statement before continuing.
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£ General Instruction - Windows Internet Explorer
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e Read the greetings with students.
(Pause) Answer any questions.

e Click “Continue.”

® The assessment system then directs you to the Program Menu page. Under the Resources menu
on the left, you may access the Participant Guide if you have a question about the assessment
system during the assessment. The end-of-program assessment will open in a separate
window, so you may return to the Program Menu at any time during the assessment.

Verify that all students are on the Program Menu page.
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Student Agreement

1. | will not copy or reproduce in part or whole any part of this assessment by any means
whatsoever, including memorization.

2. | will not use unauthorized information or any additional materials other than those
provided to me during the assessment.

3. | will not participate in any future discussion or disclosure of the contents of the
assessment orally, in writing or by any other means.

4. | will not communicate with other assessment-takers, or assist or obtain assistance from
any person during the assessment.

Statement of Understanding

By checking this box [] Iindicate that | have read and understand the agreement. | am aware
that failure to comply with the outlined requirements will result in serious consequences, including
the invalidation of my assessment results.
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£ Toolkit Program Menu - Windows Internet Explorer
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® Are there any questions?

(Pause) Answer any questions.

® If you should experience hardware problems while taking the assessment, raise your hand and
let me know immediately.

® Read each question carefully and select your answer. When you answer a question, click
“Save Answer” to move to the next question. You may mark any question for “review,”
“skip,” or “save answer.” All answers may be reviewed and/or changed at any time during
the assessment. When you are on the Review screen, you may change answers, find
unanswered questions, or find items that were marked for review. The questions you mark for
review will be highlighted in blue.

o  When all assessment items are answered, the assessment system will direct you to the Review
Assessment page, if you are not already on this page. You may review all items and change
any answer while on this page. When you are ready to submit the assessment for evaluation,
you must click the red “Submit for Grading” button in the lower left corner of the window. Do
not click this button until you are ready to submit your assessment for evaluation.
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o Text will appear on the screen. It will give you another opportunity to return to the assessment
and alter answers or to continue with the submission process. To submit the assessment for
evaluation, click “Click here” beside the text that is your choice of action.

faur test will be submitted bor grading i 20 seconds.

Thers ars st enansrened ReTs,
Ch el . . .
Clickbare | by continue woesing i vou have submittad the assessment by mistake,
i)
UhekFerg | b submit the assessment for grading immadiately.

®  You will immediately see your results.

If the assessment center has available printers say the following [Note: If no printers are
available, skip this section and go to **.]:

® Assessment results may be printed after all students have concluded the assessment or after
the stop time has been called, whichever occurs first. If you would like to print a copy of your
assessment results, please raise your hand and I’ll assist you with printing your scores at the
conclusion of the assessment. Please sit quietly as to not distract students still completing the
assessment. If you are not interested in printing your assessment results, click the “Close
Assessment” button or the close button in the browser window.
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®  When the assessment window has been closed, the Program Menu should still be open. The
“Begin” button now says “Completed” and is no longer an active button. Close the window by
clicking the close button in the browser window.

e After closing both windows, return all scratch paper, pens, pencils and User ID cards to me.
Then, you may leave the assessment center.

**[If there are no printers available or if you have read the above text, read the following text.]

e Now that you have had an overview of the entire assessment process, are there any
questionsg

(Pause) Answer any questions the students may have and then continue with the script.

® After you click the “Begin” button, you will have two hours to complete the assessment. Are
there any questions?

Begin timing the assessment as you announce to the students:

®  You may now click “Begin.”
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Monitor the room during the two-hour assessment period. When all students have submitted their
assessment for grading, walk around the assessment center and look at every monitor. Make sure
that ALL students have clicked “Done” and their screens show the assessment results.

If the assessment center has available printers say the following [Note: If no printers are
available, skip this section and go to ***%]:

e If you are inferested in printing your results, click the “Printer-Friendly Version” button, which
opens the assessment report in a new window, and you may print the page. Print the page.

***[If there are no printers available or if you have read the above text, read the following text.]

®  When you are finished reviewing your scores online, click the “Close Assessment” button or
the close button in the browser window. When the assessment window has been closed, the
Program Menu should still be open. The “Begin” button now says “Completed” and is no
longer an active button. Close the window by clicking the close button in the browser window.

e  After closing both windows, return all scratch paper, pens, pencils and User ID cards to me.
Then, you may leave the assessment center.

During the assessment period, monitor the assessment center. At the end of the assessment session,
walk around the assessment center and look at every monitor to ensure that all browser windows
have been closed.

Before students leave the assessment center, verify that all scratch paper and User ID cards have
been returned.

Technical Support

Technical support before, during or after the assessment is available from the online assessment
provider at Technological Fluency Institute (TFl). TFl also issues the district password to the
assessment administrator. Technical assistance is available from TFl at 866-277-5061 or by email
at tony@techfluency.org. TFl is available 8:00 a.m. - 5:00 p.m. Central time Monday through
Friday.
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Adjust Time for Assessment

This form enables the time limit for assessments to be adjusted for an individual or a group of
individuals. The time limit can be adjusted beyond the recommended two hours to accommodate
for a variety of situations. The adjusted time limit will not begin counting down until the participant
logs in and clicks the Begin button.
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1. Click Updates.

2. Click Assessment — Adjust Time.
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3. To adjust a single participant’s time:
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a. Select a participant from the Filter by Participant drop-down list.
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b. Select the desired number of minutes to add from the column titled Minutes to
Add. If there is a time in the Time Left column, the selected number of minutes will
be added to that time. If the Time Left is blank or just has some text in it, then the
selected number of minutes will be the new time limit.
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/2 Add Time - Windows Intemet Esxplores

|‘___.},-_._:__L__, - TI'-I;p_c:'.*-.nH oe-c-'ﬁ.ur-:y.u-g.ﬁu.'.-'e"ess.‘!-ﬁ.n:r':n-'s-!ena;:ﬁssnu.mﬂl.'-'-dn:!Tin:.p'p w |:*r K !_._ a2
! Fie Edl VYew Fomdm Took |7 0 S GEwne - g Coomest @ Wed Becadt Tllers o Bobiei | CLIURCE s BETEHIEE 55
WA || Tt — Pt B otk Pume s R lmbke
Add Time
Techmelnglesi Fluency lnstitnte
= [ -‘
Eommr b Ind ol frbeton WOTE: If an assessment is locked, the amount &f time you select will be the new
it for that participant. IF it isnot focked, then the amount of time rou salect will
e added fo the §Hme Left column. IF you choose to add time, the student will start
ke test with their clock set to the Adjusted Limit.
@ Filter by Participant Filter by Assessment
| 10006918 f
Add minutes to:
Check All
Participant SATS ID, password: 10006918, 1 L
Gbmitte foim
Current server time: Apr 22, 2008 10:25:14 &
Assessment Original Start lime Time Assessment Adjusted Minutes
Mame Limit Time Left Used Locked Limit to Add
Automative gg::'lélf
Collisicn 02:00:00 o5, Mone 02:00:00 Yes |2
Repair el (i
P
i
L] *
El'lbc."."\'Jll.u.be-:?ﬁ.ler-:_ltmﬂ!::-'m:s.fﬁmhlblena;uﬁ:sH.sT-enI.f-ddTin:-.nrp o Truzoed sise &0 -

c. Click Submit.
d. Close the Add Time window.
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4. To adjust multiple participants’ time:

a. Click Filter by Assessment.

/7 Add Time - Windows Intemet Explonet [C]E) R
1::_;. ¥ TI'-I;p_c:'.’-.nH oe-c-'ﬁ.ier-:!l.-u-g.ﬁu'.-'e:ess.‘!-ﬁ.n:r':n-'!r!ena;:ﬁssnu.mﬂl.'-'-dn:!Tin:.pfp - |:+, 1l !__ =y 7 |
{ Fke Edi Yer Famdm Took + 7 D GEmes - ] Goeem @ (T |E O RN R R | CLIURCE s BETEHIEE 55
WO | T : Pflc B v [ Paos - @ Tk
Add Time
Techringlest Fluency lastiinte
_ : h
Eommr b Ind ol frbeton WOTE: If an assessment is locked, the amount &f time you select will be the new
it for that participant. IF it fs not focked, then the amount of time rou salect will
e added fo the §Hme Left column. IF you choose to add time, the student will start
ke test with their clock set to the Adjusted Limit.
CrFilter by Parbicipant @Filter by Assessment
| Ausormiotive Colksian Rspair [
Add [~ minutes to
Check &ll
Subrnit
Add SATS ID Password StartTime: Time Used Adjusted Limit =
1y O 10006918 J2568A Apr 2L, 2008 06:30:14 PM e 00:05:00 —
2} O 10009812 171834 Apr 21, 2008 06:35:13 PM = 00:02:00
3} O 10015491 114014 Apr 21, 2008 06:33:13 PM i 000300
4} L 10025356 158464 Apr 21, 2008 06:36:10 PM - 02:00:00
5) [0 10036272 194534 Apr 21, 2008 06:36:10 PM 02:00:00
&) [T 10051081 131844 Apr 21, 2008 06:36:13 PM 02:00:00 00:15:00
0O 10052422 147664 Apr 21, 2008 Do:36:00 PM D2:00:00
HY IANAEG T 24 TR A Arr 31 DR DA RE-11 [ | T AT “7
‘ "
Done o Truzoed sise &0 -

b. Choose the desired assessment from the list.
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Techmedogleal Fluency Institute
h
WOTE: If an assessment is locked, the amount &f time you select will be the new
it for that participant. IF it fs not focked, then the amount of time rou salect will
e added fo the §Hme Left column. IF you choose to add time, the student will start
ke test with their clock set to the Adjusted Limit.
CrFilter by Parbicipant @Filter by Assessment
Checl all
Subrnit
Add SATS ID Password Star - Time Used Adjusted Limit =

1} [ 10006918 25684 Apr 2L, 200 o:l4 PM e 00:05:00 —

2} E 10009812 171834 Apr 21, 2008 06:35:13 PM = 00:02:00

3} E 10015491 114014 Apr 21, 2008 06:33:13 PM i 000300

4} L 10025556 158464 Apr 21, 2008 06:36:10 PM - 02:00:00

5) [0 10036272 194534 Apr 21, 2008 06:36:10 PM 02:00:00

&) [T 10051081 131844 Apr 21, 2008 06:36:13 PM 02:00:00 00:15:00

0O 10052422 147664 Apr 21, 2008 Do:36:00 PM D2:00:00
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o Truzoed sise &0 -
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Select the desired number of minutes to add from the list of numbers.

Click Check All to add the selected minutes to everyone in the list or click the check

box in the Add column beside specific names to give the adjusted time to only those
participants.

e.

5.

Click Submit.
Close the Add Time window.
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Retrieving Assessment Results Overview

Three reports provide immediate feedback on the assessment results. They are available in
several formats.

First Time Login:

1.

Type Arizona in the box for Organization and type your district password in the box for
Password.

Click the Login box and you will be at the Login Verification Page.

Scroll down the page to the Statement of Understanding and Agreement. Click to
confirm you agree with security and then click continue. The Administrative Menu window
will open.

Three options are displayed on the left. When working with selections from the
Administrative Menu, be aware that you will be looking at pop-up pages and you
should not click the BACK < on the left of your menu bar to get back to the menu. If
you do so, you will get a “time expired” message and you will need to click the Refresh
button.

Click the Red X at the top right of you menu bar and the pop-up page will close and
yoU'll be back to the Administrative Menu of options.

Participant Information Report: Provides comprehensive student information. This function allows
you to select fields from the database to include any of the selected fields in a report.

1.
2.

In the Optional Filters box click on a filter to view and select lists of data.

Next identify the fields to be included in the report by selecting corresponding fields in
the drop down boxes below.

Next scroll down with the bar on the right to select appropriate CTE programs.

After selecting filters and fields click on Submit. The report with requested content will
be displayed on screen.

To look at the entire report, click on Next in the top left of your screen.

To print the report, select Printable on the left side of the screen and a printable version
will appear.

Standards Performance Report: Tells how many students answered each standard correctly,
incorrectly or did not attempt the item. It also provides the percentage of correct answers for
each assessment item. This is a large report and occasionally the page comes up partially blank.
If this happens, click anywhere on the page and it should completely open.

1.
2.

Click the down arrow {, and select Arizona Skills Standards Assessment.

Select the assessment that you would like to evaluate.
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Select demographic fields to display. To select more than one, hold down the Ctrl key.
Allow the two checked boxes to remain selected in the upper right Filter boxes.

Select Assessment Dates, Participants and filter fields from the right side of the page to
correspond with selections from the demographic fields selected on the left.

Submit. It may take as much as 15 minutes to display your information depending on the
size of the list. Information for small districts is displayed more quickly than for large
districts.

Standards Performance Summary with Graphs Report: Tells how many students answered each
standard correctly, incorrectly or did not attempt the item. It also provides the percentage of
correct answers for each assessment item. This is a large report and occasionally the page comes
up partially blank. If this happens, click anywhere on the page and it should completely open. It
provides an easy colorful graphic report of program performance for each program standard.

1.

Click on the down arrow  in the Standards box and select Arizona Skills Standards
Assessment System.

Select the assessment that you would like to evaluate.

Select Demographic Breakdown — if desired. This will separate out the report data by
demographic selected.

Select level of standards.
Allow the two checked boxes to remain selected in the upper right Filter boxes.

Select Assessment Dates and filter fields from the right side of the page. This will limit
which students are reported in the final results

Submit. It may take as much as 15 minutes to display your information depending on
the size of the list. Information for small districts is displayed more quickly than for large
districts.

To print the report, click Printable, on the left side of the page. This will print the report
with percentage level of performance.

¢ Retrieving Assessment Results ¢ Page 54 ¢



Retrieving Assessment Results

Participant Information Report

This report enables the administrator to select specific information to be included in the report
each time the report is created. All demographic information can be selected as well as
assessment results. The fields can be in any order. The report provides a link to an output file. The
output version enables the administrator to sort and manipulate the data as needed.

{2 Administrative Menu - Windows Internet Explorer

@A - I/ http: 4 Avws techfluency. org/esessbdminddminkd enu. php

j 823 (P8 IGoogle

File Edit “iew Favoites Toolz Help

i? e _/ Administrative Menu

Ay v B - s - b Page - (0F Took - >

Career & Technical Education

=»Forms

HReports
Correlations

Login

Review ltems
Standard ltem Analysis
Standards Performance

Summary
»Updates

Log Out

Standards Performance Summary with Graphs|

Administrative
Menu

Organization: Arizona
lLogged in as: Helen Bootsma

Technological Fluency Institute

NEWS

October 9, 2008
New Features

[to sign themselves up for assessments.

performance on items grouped by standards with

of times each possible answer was selected.

Updates -> Assessment - Self Assign: Allow participants

Reports -> Standard Item Analysis: Review participant

jvaluable information such as difficulty index and number

August 3, 2007

E-SESS

copyright, you enable us to invest in research for education.

1. Click Reports.

2.  Click Participant Information.
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ey~ | £ http: ffwrarve techfluency . org/esess /Admin AGener ateParticipantinfor mation,php v |l*| X L~

File

Google |G~

Career & Technical Educ

4

Optional Filters
- Search by enrollment date
Begin: | v | End: v
+ Search by start date
+ Search by SAIS ID
+ Search by CTDS
- Search by District

AGUA FRIA UNION HIGH SCHDIST
AMPHITHEATER UNIFIED DISTRICT
APACHE JUNCTION UNIFIED DISTRICT
BICENTENNIAL UNION HIGH DIST

+ Search by School

+ Search by Student Birth Date
+ Search by Gender

+ Search by Race

+ Search by Spedial Populations
+ Search by Grade Level

+ Search by Program Completion Status
+ Search by Program Name

+ Search by Program Options

+ Search by Contact Teacher

+ Search by District Use Only

[“]Assessment Score

£

The following fields can be included in the report:
Field 1

[saisD v

Field 2

| =

Field 3

|+

Edit View Favorites Tools Help
v ooo@ By~ $% Bookmarks~ ‘Q PopUps Dkay‘ % chedk » Ny AumLink -« | Send to~ () settings~
w o I,; Participant Infor mation lil -8 o= - |Page = 0 Tooks = ”
- - = = ~
Participant Information »
Technological Fluency Institute

| €

Done

& Intermet
—

H 100%

4

3.  Select the desired Optional Filters to limit the data reported.

¢ Retrieving Assessment Results ¢ Page 56




/= Paticipant Ik -
Corn T bt e vrgtesisess e n Car el ik paléeingion b S [T Bl
. Fk Edi Mee Faups Took 2 pd GEgne = g Cooem @ 2 " | * = i
W o Petfripen! Inbanaion : i':'ﬁ B = = ;E_'- Fage - [F Tk - o
+ Search by Race 2
+ Search by Spedal Populations
“lAssessment Score
The lallowing fields can ba includead in tha report:
Fleld 1
[sasio -
Fiald £
[Diztict |
Fiald 3
| Seheal bt
[ield 4
|sAIs D
|Passwnd
|E-rnail
| TeEm Mams
|Cisrict
|Schaal
|Bpecial Populstions =f
Submit
b 7
b
3 ¥
Done 4 Tiuseed sise &0 -
4. Select the desired data to be returned in the drop-down lists Field 1, Field 2 and so on.
5.  Click Submit.
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Standards Performance Report

This report enables administrators to view the performance of each individual participant on
selected standards. Demographic information can be selected. The report provides a link to
printable version or the ability to email it to appropriate personnel.

The report lists each student’s SAIS ID; each selected standard/measurement criteria; the number
of items answered correctly, incorrectly, or unattempted; and the overall percent correct for the
standard/measurement criteria. At the end of the selected program standard/measurement
criteria listing, the totals for each column appear, thus providing a total percent correct for the
program standard.

ff Administrative Menu - Windows Internet Explorer

@‘-\ - I/ http: A techfluency. org/esessdbdmindddminkd enu. php j *2| X IGnngIe L\~
File Edit “iew Favoites Tool: Help
ﬂ? *‘{Q? ¢ Administrative Menu | | F} T B hd rH] - ,_\,"’ Page - n‘f,:f Todks = 7
Administrative
Menu / _
Technological Fluency Institute
Organization: Arizona
Logged in as: Helen Bootsma
NEWS =
Career & Technical Education L
October 9, 2008
»Forms
New Features
¥Reports Updates -> Assessment - Self Assign: Allow participants
Correlations Ito sign themselves up for assessments.
Log]? - - Reports -> Standard Item Analysis: Review participant
Participant Information performance on items grouped by standards with
Review ltems lvaluable information such as difficulty index and number
- of times each possible answer was selected.
Standard Item Analysis
Standards Performance Summary with Graphs|
summary August 3, 2007 §

Updates

Log Out

E-SESS

©2008 Technological Literacy Group, Inc. All rights reserved. By honoring our
copyright, you enable us to invest in research for education. _'I

1.  Click Reports.

2. Click Standards Performance. The Standards Performance report opens in a new
window.
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3.

a. Click the Down button.

Select a standard set from the drop-down list.

b. Use the scroll arrows to locate the program.
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c. Click the program name.
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Submit
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Select an assessment.
Select a demographic field, if desired.
Select an assessment date, if desired.

Select a single participant or select All.

time the report takes to load.
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9. The Standards Performance report appears. In the left menu area, the report may be
converted to a printable format using the Printable button, or it may be emailed using
the Email button.

10. Close the Standards Performance window.
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Standards Performance Summary Report with Graphs

This report enables administrators to view the performance of a group of participants on selected
standards. Demographic information can be selected. The report provides a link to printable
version or the ability to email it to appropriate personnel.

The report lists the filters used to create the report, each selected standard /measurement criteria,
the overall percent correct for the standard /measurement criteria.

{2 Administrative Menu - Windows Internet Explorer
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NEWS =
Career & Technical Education i
October 9, 2008
#Forms
New Features
+Reports Updates -> Assessment - Self Assign: Allow participants
Correlations o sign themselves up for assessments.
Login 1 : B
— - Reports -> Standard Item Analysis: Review participant
Participant Information performance on items grouped by standards with
Review ltems lvaluable information such as difficulty index and number
. of times each possible answer was selected.
Standard Item Analysis
Standards Performance
Summary Standards Performance Surmmary with Graphs - This repart August 3, 2007
creates the zame results as the Standards Performance 0 =
"Updates Surmmary, but it just shows the standard. the percenct
correct, and the percentage cormect az a graph.

Log Out

©2008 Technological Literacy Group, Inc. All rights resarved. By honoring our
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1. Click Reports.

2. Click Standards Performance Summary with Graphs. The Standards Performance
Summary report opens in a new window.

¢ Retrieving Assessment Results ¢ Page 63 ¢



/% trandards Ferfoma

£ (2]
|‘___-;.:-_L i :-_I'-I;a:-\c-."-.’:.-l:noe-c-'ﬁ.u-:;al.-n'g.ﬁts-:-'e:ess.'!b.n:r':|1-'J:rr.'dﬁ!r.d:md.sr_\;f_u.l:l;'_.cr':nfmuph: "'l:*r- Y E_-.:- S | = :|
! Fle Edi Vew Foudm Teok (7 0 O GEgns o] Conesm @2 (G [T RCN A | RRChITEE - BRI
TE A | Slanerk: Peal s Suimai | HEE (1 i =1 i 7 i Page - [F Tk - y

Standards Performance
Summary L
i B
Corsar & Tachaxd Edocation
- Submit |
Standards FILTERS
ip FInclude only scored [tems
| | Asscssment Datc
Standand Sats | Begin: # End: j-
Arcona Bkl Slanckards it 5 .
Assessment % + Search by District
[#aramotive Colizon Heparr + Search by School
t Scarch by CTDS
Demographic Breakdowns + Search by Gender
_"| + Search by Grade Lewel
+ Search by Race
& 5how all standards ; i P
+ Search by Special Populations
r3how only standards at or below: - ¥ P P
235how only standards at or abowe:
Submit
A e ey S B v
3 ¥
Done o Truzoed sise &0 -

e Summany - Wirdows Ir€emet Explones

3. Select a standard set from the drop-down list.

a.
b.

C.

Click the Down button.

Use the scroll arrows to locate the program.

Click the program name.
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4. Select an assessment.

5. Select a demographic breakdown, if desired.

6. Select an assessment date, if desired.

7. Select any search filters.

8. Click Submit. The number of standards in the given program will affect the amount of

time the report takes to load.
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9. The Standards Performance Summary report appears. In the left menu areaq, the report
may be converted to a printable format using the Printable button, or it may be emailed
using the Email button.

10. Close the Standards Performance window.
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Appendix

Fall 2008 Pilot Assessments

CIpP Program

13.1200 Education and Training: Education Professions

15.1300 Drafting and Design Technology Option A - Architectural Drafting

15.1300 Drafting and Design Technology Option C - Electronics Drafting

15.1300 Drafting and Design Technology Option D - Mechanical Drafting

47.0600 Automotive Technologies Option D - Aircraft Mechanics

51.0900 Diagnostif: and Intervention Technologies Option B- Emergency Medical
Paramedics

52.1900 Design and Merchandising Option A - Fashion

52.1900 Design and Merchandising Option B - Interior
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Fall 2008 End-of-Program Assessments

CIpP Program

01.0100 Ag Business Management-Agriscience Option B - Plant Systems

01.0100 Ag Business Management-Agriscience Option C - Animal Systems

01.0100 Ag Business Management-Agriscience Option F - Agribusiness Systems

12.0500 Culinary Arts

46.0200 Carpentry Technologies Option A - Carpentry

46.0200 Carpentry Technologies Option B - Cabinetmaking

46.0400 Construction Technologies

47.0600 Automotive Technologies Option A - Automotive Technology

47.0600 Automotive Technologies Option B - Automotive Collision Repair

51.0800 Allied Health Services Option B - Laboratory Assisting

51.0800 Allied Health Services Option D - Sports Medicine & Rehabilitation Services

51.0800 Allied Health Services Option E - Medical Assisting Services

51.1600 Nursing Services

52.0200 Business Management and Administrative Services

52.0300 Accounting and Related Services

52.0800 Financial Services
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Legislative Background

The CTE Online Assessment is the result of ARS §15-391(3)(d)(e) which became law on June 21,
2006. It requires that Career and Technical Education (CTE) Joint Technical Education District
programs be designed to lead the student toward certification that is accepted by a vocation or
industry as a demonstration of skill or competency in that vocation or industry. It also requires that
students obtain a passing score on an assessment that demonstrates a level of skill or competency
for that program of study that is accepted by a vocation or an industry and meets the standards
of a career preparatory vocational program as determined by the CTE Section of the Arizona
Department of Education.

The federal Carl D. Perkins Career and Technical Education Act of 2006 Public Law 109-270
[Sec.113(b)(2)(A)(ii)] requires student attainment of career and technical skill proficiencies
including student achievement on technical assessments that are aligned with industry recognized
standards if available and appropriate.

As a result of both Arizona and federal legislation, the Arizona Skill Standards Assessment System
was established to fully engage Arizona businesses and industries to certify valid industry-
recognized standards, validate assessments, award a credential to students who have passed the
assessment and align efforts with existing credential systems established by professional groups
and frades.

The Arizona Skills Standards Assessment Systems is the result of many partnerships. The first
partnership is the Arizona Department of Education Career and Technical Education Section with
the Arizona State University Workforce Education and Development Office. These two
organizations have partnered with  Arizona  businesses and  industries in  the
development/validation of the standards. VTECS is assisting by locating standards, item banks,
and assessments from other states and organizations and conducting on-site standards setting,
item writing, and technical committee review and validation sessions. VTECS is the organization
through which many states share innovative career and workforce education resources. They are a
national consortium of states with a 36 year history of providing a platform for states to work
together on CTE initiatives. PITSCO is providing the leadership and services to deliver this
assessment online.
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1.

CTE Security Agreement

The assessment administrator is defined as any of the following school/district staff:
e Testing Proctor-professional or certified staff
e Testing Administrator
e CTE Department Chair
e Local CTE Director
e District Assessment Coordinator
e District Central Office CTE Curriculum Specialist
¢ Building Administrator (Principal or Assistant Principal)
e Counseling Staff
All school district staff will take all necessary precautions to safeguard the Career and
Technical Education (CTE) assessment information by limiting access to only those with a
legitimate educational interest.
The assessment administrators will keep related materials under lock and key, limiting access
to those responsible for their security. Assessment passwords will remain secure until they are
actually distributed to students.
The assessment administrator will follow all instructions in the CTE Online Assessment
Administrator Guide which includes reading the directions to students exactly as scripted in the
Administrator Guide.
The assessment administrator will not examine the CTE assessment to determine the content beyond
the requirements to administer the assessment. They will not discuss any assessment item at any
time or disclose any assessment information related to the Arizona Skills Standards Assessment.
In no case will students be permitted to remove assessment material from the room where the
assessment takes place except under supervision of professional staff.
Upon completion of the CTE assessment, the assessment administrator will return all CTE
Security Agreements to the designated district administrator.
The district superintendent will enforce disciplinary policy and procedures for the violation of
CTE assessment security.
The names of all persons having access to the CTE assessment information will be kept on file
by the designated district assessment administrator. All persons having access to the CTE
assessment information will sign the CTE Security Agreement, which will be kept on file:
a. The Superintendent or district designee will maintain signed agreements of assessment administrators.
b. The Superintendent will sign for district and submit the CTE Security Agreement to ADE CTE.
c. ADE CTE will maintain signed agreements of superintendents/charter representatives.

10.By signing my name to this Arizona Skills Standards Assessment Security Agreement | am assuring

the Arizona Department of Education Career and Technical Education Section that the CTE Online
Assessment will be secure and | agree to all conditions to ensure the security of the assessment.

SIGNED BY:
PRINTED NAME:
TITLE:

DATE:
ADDRESS: CITY /ZIP:
DISTRICT NAME/ CHARTER OPERATOR:

FAX CTE Security Agreement with Superintendent’s Signature to 602-542-5334, attention: Helen Bootsma

DUE: November 7, 2008
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Who Takes CTE End-of-Program Assessments?

First Semester

e Concentrators who have completed the state-designated sequence of CTE courses and will
not be enrolled in the same CTE program second semester.

e Concentrators who are currently enrolled in the last year of the state-designated sequence
of CTE courses and want to practice.

Second Semester
e Concentrators who have completed the state-designated sequence of courses.

Secondary Concentrator — A secondary student who has transcripted two (2) or more Carnegie
Units/credits in a state-designated sequence in an approved Career and Technical Education
program. The Carnegie Units/credits must be in a single Career Preparation program as outlined
in the CTE Handbook.

Perkins Secondary 7/1/08 - 6/30/09
Performance Measure & Measurement Definition
Citation
Numerator: Number of CTE concentrators who
251 completed the state-designated sequence of Negotiated

Technical Skill Attainment | instruction then took and passed the technical skills Level
113(b)(2)(A)(ii) assessment and left secondary education in the

reporting year. 65%

Denominator: Number of CTE concentrators who
completed the state-designated sequence of
instruction and then took the technical skills assessment
and left secondary education in the reporting year.

The Office of Vocational and Adult Education (OVAE) has approved Arizona’s proposal that 60
percent of the concentrators eligible to take the assessment in identified program areas will
take the assessment.

Arizona Education Law: ARS § 15-391(3)(d)(e) requires that JTED programs are designed to
lead the student toward certification accepted by industry as a demonstration of competency in
that industry. It also requires students to obtain a passing score on an examination that
demonstrates a level of skill or competency for that program of study.

The CTE end-of-program assessment is designed to meet both Federal Perkins and the Arizona
State requirements.
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Required Carnegie Units for CTE Programs in

2008-2009

Minimum Number
of Carnegie Units in
State-Designated

(o] 4 Programs Sequence of Instruction
01.0100 Agricultural Business Management - Agriscience 3
10.0200 Audiovisual Technology 2
10.0300 Graphic Communications 3
12.0400 Cosmetology 2
12.0500 Culinary Arts 2
13.1200 Education and Training: Education Professions 2
13.1210 Education and Training: Early Childhood Education 2
15.0000 Engineering Sciences 3
15.0300 Electronic Technology 3
15.0600 Industrial Manufacturing 3
15.1200 Information Technology 2
15.1300 Drafting and Design Technology 2
43.0100 Law, Public Safety and Security 2
43.0200 Fire Science 2
46.0200 Carpentry Technologies 3
46.0300 Electrical and Power Transmission Technology 3
46.0400 Construction Technologies 3
46.0500 Plumbing Services 2
47.0100 Telecommunications Maintenance and Installers 3
47.0200 Heating /Air Conditioning Maintenance 2
47.0600 Automotive Technologies 3
48.0500 Welding Technology 3
49.0200 Heavy Equipment Operations 2
50.0100 Performing Arts 3
51.0600 Dental Assisting 2
51.0800 Allied Health Services 2
51.0900 Diagnostic and Intervention Technologies 2
51.1000 Biomedical Health Technologies 3
51.1500 Mental and Social Health Services 2
51.1600 Nursing Services 2
51.3500 Therapeutic Massage 2
52.0200 Business Management and Administrative Services 3
52.0300 Accounting and Related Services 3
52.0800 Financial Services 3
52.0900 Hospitality Management 2
52.1800 Marketing, Management and Entrepreneurship 2
52.1900 Design and Merchandising 2
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Required Fields in Excel Template
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Special Populations Definitions

Special Populations categories should be reported based on documentation in the student’s
permanent record. A student may only be reported in one Special Populations category. Report
using the category most applicable to the student from this list of eligible groups in the following
hierarchical order:

Individuals with Disabilities (Handicapped) — A student with any disability as defined in Section
3 of the Americans with Disabilities Act of 1990 (42 U.S.C. 12102) as follows:
e A physical or mental impairment that substantially limits one or more of the major life
activities of that individual
e A record of such an impairment; or being regarded as having such an impairment.
Includes those students evaluated under IDEA and determined to be in need of special

education and related services and any individual considered disabled under Section 504
of the Rehabilitation Act of 1973.

Limited English Proficiency (LEP) — A student with Limited English Proficiency who requires
assistance to succeed in his/her CTE program: a secondary school student, an adult or an out-of-
school youth, who has limited ability in speaking, writing or understanding the English language and:
¢  Whose native language is not English or
e  Who lives in a family or community environment in which a language other than English is
the dominant language.

Economically Disadvantaged — A family or individual including foster children, whom the Local
Education Agency identifies as low income (on the basis of uniform methods described in the State
Plan) and who requires financial assistance to succeed in Career and Technical Education.
Examples of eligibility definitions include:

e Annual income at or below the official poverty line,

e Eligibility for free school lunch,

e Eligibility for Aid to Families with Dependent Children or other public assistance programs

and
e Eligibility for participation in programs assisted under Title | of the WIA.

Single Parent — Any individual who requires assistance to succeed in his/her CTE program and who:
e Has custody and

e Responsibility for the support and care of one or more dependent children under the age
of eighteen in the same residence. Note: For eligibility purposes, a person who provides
child support but no custodial care is not considered a single parent. Single pregnant
women are eligible for services.

Nontraditional — A student enrolled in a Career and Technical Education program that has been
identified as a nontraditional program for his or her gender. See attached list of nontraditional
programs on CTE Web site at

http://www.ade.az.gov/cte /careerpathways/Handbook /Page172-
ProgramEnrollmentReporting.pdf.
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Detailed Suggestions to Ensure Success

Initial Activities Prior to Assessment

The following list was compiled with the assistance of those who participated in the Spring 2008
pilot process.

1.

10.
11.

12.
13.

14.

15.
16.

Provide a window of available dates to conduct the CTE assessment to CTE teachers,
district assessment staff and high school administration. Determine specific assessment
dates for each site and provide email reminder messages throughout the process.

Identify specific district CTE programs that will be assessed. Inform all stakeholders and
place dates on school calendar, website, etc.

Secure computer labs at each site for assessment.

Prepare list of students enrolled in each CTE program for second, third, fourth year.
Confirm that all students are listed under the correct program CIP code and meet
eligibility requirements for the end-of-program assessment located in the Appendix.
Generate CTE student assessment roster for each site based on eligibility requirements.

Collect student data necessary to register students for the assessment. The registration
information sheet on page 11 provides the complete list of fields and the explanation.

Provide all sites with information regarding the number of proctors needed and arrange
for additional proctors if necessary. CTE teachers do not assess their own students. One
proctor is necessary for approximately every 25 students.

Meet with district administration regarding CTE Security Agreement, located in the
Appendix, and obtain superintendent’s signature on CTE Security Agreement. FAX to ADE
CTE by November 7, 2008.

Provide site contacts with sample letter to be sent to parents.

Prepare assessment schedule for computer rooms. Allow a minimum of at least two hours
of assessment time for each group of students.

Prepare release time forms for proctors if necessary.

Secure additional technical assistance and lead proctors from CTE office. Confirm who
will be coming from the district CTE office to assist on the day of the assessment.

Make arrangements with the cafeteria if changes in lunch schedule are needed.

Forward electronic copy of the CTE Online Assessment Administrator Guide to all
proctors. Print the CTE Security Agreement forms for all assessment staff.

Schedule and conduct assessment orientation as necessary. Use the 24 /7 tutorial
available at www.techfluency.org/Arizona during the orientation. Obtain signed CTE
Security Agreements from all assessment administrators and forward to designated
district assessment administrator.

Secure scratch paper and pencils for each site.

Ensure that online system is compatible with the computers at each site. Contact technical
support if there are any concerns.
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17.

18.

19.

20.

Conduct an onsite visit to the computer labs. It is strongly recommended that every
computer lab access the sample assessment prior to assessment date. Directions are
located on page 36. Good lighting, ventilation, and freedom from distracting noises and
interruptions are important for student performance. Determine if the room contains any
visual aids that could assist students while taking the assessment. They must be removed
or covered completely. Determine if student seating in the computer lab allows for the
proctor to walk by each student. Check to see if there is an accurate clock in the
assessment center. It is highly recommended that a printer be available to print student
results.

Communicate with students and their CTE teacher regarding the time and location of the
computer lab. Inform students that they are not to bring personal items to the assessment
center.

Send communication regarding CTE assessment dates, times, and room numbers to
administration and teachers at each site.

Review specific accommodations directions which were provided to district assessment
administrator by ADE.

¢ Appendix ® Page76 ¢



p—

O A 0N

o

10.

11.

12.

Final Activities Prior to Assessment

Register all eligible CTE students for the assessment.

Proof registration roster and modify if necessary.

Generate the list of Registration User ID cards.

Cut the ID cards and sort/collate with the assessment rosters.

Prepare proctor envelope containing assessment rosters, proctor password and
Registration User ID cards for each assessment room. Also provide information to the
proctors about sending students back to class.

Provide envelopes to proctors.

Forward the CTE Online Assessment Administrator Guide to proctors and conduct final
proctor training if this has not already been completed

Confirm that CTE teachers have informed their students of location of assessment
computer lab. Remind CTE teachers that students are not to bring personal items to the
assessment computer lab.

Confirm that each computer lab is ready for students

Review specific accommodations directions which were provided to district assessment
administrator by ADE.

Send final communication to CTE teachers and site administration regarding CTE
assessment dates, times and computer room numbers.

Review the legislative background located in Appendix with school administrators if this
has not already been completed.
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Proctor Activities

Prior to the Assessment

Participate in the CTE assessment administrator training and review the CTE Online
Assessment Administrator Guide.

Review the Proctor Script and the section on adjusting time for assessment in preparation
for any unexpected situations.

Review specific accommodations directions which were provided to district assessment
administrator by ADE.

Access the sample assessment.
Proctors should plan to arrive early with proctor envelope.

Confirm that the room is ready for the students and that the number of computers
available is sufficient for the number of students on the assessment roster.

Review the assessment roster and verify student identity by checking student name on the
assessment schedule roster as students enter the room. Make sure all students are on
assessment roster list.

Show students where to place personal belongings and request them to turn off any cell
phones, pagers, watch alarms, etc. as they enter the room.

Distribute scratch paper, pens and pencils.

During the Assessment

1.
2.
3.

Read the script exactly as it is written.
Distribute Registration User ID Cards.

Monitor students while they are taking the assessment.

After The Assessment

o~ W

Assist the students with printing the results of the assessment.

Collect all scratch paper and Registration User ID Cards from students before they leave
the room. Place in proctor envelope.

Send students back to class according to directions from the assessment administrator.
Verify that all students are logged out of the online system and the computer.
Notify attendance office of students who were absent for the assessment.

Notify assessment administrator of students who participated and those who were
absent.

Return proctor envelope to assessment administrator.
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Administrator Activities After Assessment

Confirm with proctors that all students received the printed results report.
Collect proctor envelopes.

Thank all teachers/administrators for their assistance.

Conduct debriefing with appropriate proctor groups.

Retrieve various reports and examine results. Share results with appropriate CTE staff
and district administrators.

Determine percentage of eligible student participation in the assessment. Arizona has
negotiated that 60 percent of the eligible concentrators will participate in taking the
assessment. Identify goals fo increase participation if necessary.

Provide CTE teachers with password to access assessment reports for students in their
programs and confirm that each CTE teacher has access essential reports on student
performance.

Evaluate results and determine appropriate training and professional development for
CTE teachers in each program area.

Share results with CTE Advisory Committee members.
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